HEADQUARTERS
UNI TED STATES EUROPEAN COMVAND
UNI T 30400, BOX 1000
APO AE 09128

STAFF MEMORANDUM
NUMBER 5- 30 11 Novenber 1997

ADM NI STRATI VE MATTERS

SUSPENSE PROCEDURES

1. Summary. This Staff Menmorandum (SM establishes procedures to respond to
external and internal suspenses in a tinely, professional manner.

2. Applicability. This SM applies to all HQ USEUCOM Directors and Ofice
Chi ef s.

3. Internal Control Systens. This Staff Menorandum contains no internal
control provisions and is not subject to the requirements of the internal
managenment control program For HQ USEUCOM and subordinate joint activities,
the applicable internal control directive is ED 50-8, Internal Managenent
Control Program

4. Suggested | nprovenents. The proponent for this Staff Menorandumis the
Secretary of the Joint Staff. Suggested inprovenents should be forwarded to
HQ USEUCOM ATTN. ECJS, Unit 30400, Box 1000, APO AE 09128.

5. Expl anati on of Terns.
a. Suspense is the date a conpleted action is due at the specified
location in the tasker. Transmittal tines are considered in establishing a

suspense. The suspense should be treated as the | ast possible date an action
may be submitted, but every package should be submitted in advance of the
suspense.

b. External Suspense is the date on which a response is due to an agency
not geographically |ocated at Patch Barracks. For the purpose of this SM The
Joint Staff (JS), United States Commander in Chief, Europe (USCI NCEUR), and
Component Conmands are exanpl es of external suspenses.

C. Internal Suspense is the date on which a response is due to an agency
geographically located at Patch Barracks. Internal suspenses are Comrand
Group suspenses. Any adjustnent to internal suspense dates wll be

coordinated with the Secretary of the Joint Staff (SJS) when the Commrand
G oup, (the offices of the Deputy Commander in Chief (DCINC), Chief of Staff
(C'S)), and SJS are invol ved.

This Staff Menorandum supersedes SM 5-30, dated 4 May 1995.
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d. Interim Response will be provided when the requester has not
established a suspense, but the 72-hour policy (para 5a(l) below) makes a
courtesy response appropriate.

e. Close of Business (COB) for submssion of suspenses and staff
actions: 1600 hours.

f. Duty Day is any day other than Saturday, Sunday, U S. |egal holidays,
or EUCOM Trai ni ng Hol i days.

g. Command Suspense List (CSL) is the suspense list nmintained by the
SJS and distributed to the Cormmand Group Directors, Ofice Chiefs, and others
wi th suspense itens |isted.

h. OPRis the Ofice of Prinmary Responsibility.

i. OSRis the Ofice of Secondary Responsibility.

6. Exanpl es of Suspenses.

a. Oigins of External Suspenses:

(1) I'ncom ng Correspondence and Messages

(2) Plans and Directives

(3) Recurring Reports

(4) Tel ephone Calls

(5) Messages from USCI NCEUR Executive O ficer and/or comments or witten
directives from the DCINC on proceedings of nonthly Conponent Conmanders'

Conf er ence.

(6) Requests from Special Assistants to the Suprene Alied Comander
(SPASAC) at SHAPE.

b. Oigins of Internal Suspenses:
(1) Menoranda for Record of USCI NCEUR Updat es.

(2) DCINC and C'S questions, taskings and notes on Staff Summary Routing
Sheets (SSRS), nessages, letters and nmenoranda.

(3) Notes and tel ephone calls originated by the DCINC and T S.
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(4) O her sources such as notes on staff actions and questions in
nmeetings and office calls.

C. Taski ng Subordi nate Headquarters wi th Suspenses: Al'l taskings and
assi gnment of suspenses, to subordinate commands will be acconplished only by
the DCOINC, CS, Directors, and Ofice Chiefs. In the event a Director or

Ofice Chief is absent from the conmmand for prolonged period of time (i.e.,
one day or nore) this staff action nmay be del egated to the officer assigned as
Deputy Director. Shoul d both be absent from the command, requests wll be
forwarded to the C'S for decision/rel ease. This paragraph pertains to
adm ni strative taskings only. Not included are:

(1) COperational taskings involving the expenditure of resources or the
nmovenent of personnel and equi prent. Operational taskings are the explicit
prerogative of USCI NCEUR or USDCI NCEUR. (Operational tasking authority may be
del egated only by USCI NCEUR or USDCI NCEUR on a sel ected, case-by-case basis);

(2) Taski ngs of security assistance organizations and other elenents
which are under the staff supervision of the Director of Logistics and
Security Assistance.

7. Procedures.

a. Tineliness.

(1) Al'l congressional correspondence/ messages, correspondence/ messages
addr essed personal | y to t he USCl NCEUR or DCI NCEUR, and al |

correspondence/ nessages from a four star or higher/equivalent level wll be
answered within 3 working days of receipt by SIS unless a suspense date is set
by the office of origin. Interimresponses are required within 3 working days

hours if a conpl ete answer cannot be provided.

(2) In the absence of a suspense date, every effort will be made to
respond to DCINC, C/'S originated verbal and witten taskings within 72 hours
of receipt by OPR  Selected DCINC, ¢S, originated taskings and significant
taskings arising fromincom ng correspondence/ nessages will be placed on the
CSL.

(3) The SJS uses the guidelines below in determ ning suspense dates:
Mailing tinmes, courier schedules, USCINCEUR and Conmmand G oup cal endars,
hol i days, quality control, and adm nistrative processing tinme. Nor mal |y
suspense’s for USCINCEUR review will be set to allow the USCH NCEUR one-third
of the time prior to the due date of the action. Qher suspenses are set to
provide five duty days prior to suspense for DCINC, C S approval/rel ease.
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b. Format for Response.
(1) External suspenses nust be net in the format requested. Message

replies may be used to answer letter requests if that is the only neans of
timely response.

(2) Verbal responses to the DCINC and C/'S are encouraged. Such
responses nmay be given in the Mdrning Staff Meeting (MSM, by tel ephone, or in
per son. If verbal responses are nmade to the DCINC, the CS wll be
backbriefed and the SIS will be notified so the itens can be renoved fromthe
CSL.

(3) Witten responses nmay be provided via nenoranda, typed notes or
electronic mail. The response wll include the original note or wll
summari ze verbal taskings. If the tasking was included on the CSL, the

taski ng menorandumwi || al so be attached.
8. Responsi bilities.

a. Directors and Ofice Chiefs are responsible for ensuring the SIS is
informed of significant taskings received from outside authorities through
their Executive Oficers.. In addition, Directors’ Executive Oficers and
Ofice Chiefs will:

(1) Route all witten responses to the DCINC and C/'S through the SJS for
adm ni strative processing. Attach the tasking nenorandumto the cover of the
response package.

(2) Notify the SIS when verbal responses are given. Electronic mail or
annotating the tasking nmenorandum and returning it to the SJS is the nost
efficient nmanner of notification.

(3) Notify the SIS when taskings are received directly fromthe DCI NC or
ads

(4) Notify the SJS when external suspenses are received that are of a
non-recurring nature and require Command G oup or USCI NCEUR i nvol venent.

(5) Forward all Joint Chiefs of Staff messages with tasks and suspenses
to the SJS.

(6) Ensure taskings nenoranda accompany witten responses to itenms on
t he CSL.

(7) Ensure the action officer or his briefed backup is readily available
for questions while a docunment is in the Command G oup.
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(8) Meet suspense inposed by other HQ USEUCOM agenci es. Conmand OPRs

are responsible for suspensing comrmand OSRs. Failure to neet OPR suspense
will indicate agreenent with the OPR s proposed position/findings. OPR can
annotate on SSRS |line for OSR coordination: “has seen” or “copy provided” to

i ndi cate OSR has had the opportunity to review.

(9) As a general rule, self-inpose a suspense of not |onger than 10 duty
days on any action where no suspense is stated on the incom ng correspondence.
If the final response is not possible within 10 duty days, an interimresponse
identifying the date of the final response should be provided.

(10) Do not delay necessary action surfaced at Updates and MSMs pendi ng
recei pt of official hard copy taskings.

b. SISwll:

(1) Prepare the Menorandum of Updates by using any staff inputs plus
comments made by USCI NCEUR, DCINC, or S These nenmoranda will include
summary gui dance, questions, and taskings from these neetings. Updat e
menoranda will be submitted in draft form for review by the senior officer
present at the update normally by COB of the day after the Update and will be
published not later than 48 hours after the update. Itens on these nenoranda

will be entered on the CSL.
(2) Respond to requests for extension of internal suspenses.

(3) Wen requested by the staff, coordinate external suspense extension
requests with the S, who retains approval authority.

(4) Admi ni ster the managenment of incom ng Comrand G oup nessages in
accordance with paragraph 7.

9. Control Procedures for Conmand G oup Messages. All nmessages addressed to
the Command Group wWll be assigned to a directorate or office for action.
Thi s assignnent of action will be based on functional responsibilities.

a. SJS Responsibilities.
(1) Review all Conmmand Group nessage traffic for possible tasking.

(2) Assign an OPR for each message requiring tasking, addressed to the
Command Group in accordance with instructions provided by the DCINC and C'S.
Assign CSL nunber, and forward the SJS tasking menorandum and nessage to the
assign OPR
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b. Executive Oficers to DCINC and 'S Responsibilities.

(1) Informthe SJS of DCINC and 'S deci sion on disposition of "Personal
and backchannel nessages.

For
(2) Assist SIS in review ng nessages and determ ni ng OPR

10. Extension Procedures.

a. CSL itens that have an external suspense generally wll not be
ext ended.
b. Executive Oficers may request extensions on internal suspenses

i nvol ving the Command G oup, via E-mail to the SJS, who may grant extensions
and so annotate the CSL. An acceptable reason nmust be furnished.

C. Request for extensions wll be nmde to SJS by applicable
Directorate/ O fice Executive Oficers only.

d. The C'S is the approval authority for extensions of external
suspenses. |If an external suspense which involves the Command G oup requires

extension, the Director or Ofice Chief nmust obtain CS approval before the
request is made of the outside agency and nmust be requested a reasonable tine
in advance of suspense. If the request is not nade through SJS, the
Director/Ofice Chief will ensure SJS is notified if extension request is
approved. Only under the nost well-justified circunstances will extensions to
ext ernal suspenses be requested.

11. Cl eari ng Suspenses. It is the OPRs responsibility to ensure that
suspenses are properly renmoved fromthe CSL in a tinmely manner. Clearing a
suspense can be acconplished in one of the foll owi ng ways:

a. \Wien the response to a suspense is submitted in a package or other
witten format, the OPR will attach the tasking menorandum

b. VWhen a verbal response is made, the OPR will send the annotated
taski ng menorandumto SJS through distribution. Brief pertinent facts such as
to whom by whom and by what (nessage, phone call, etc.) are required.

c. \Wen the suspense is overconme by events for some reason, the OPR will
annotate the tasking nmemorandumwith the facts and return it to SJS.

d. The assigned OPR is responsible for clearing a suspense even when the
package is forwarded to Conmmand G oup through another Directorate/ Ofice.

e. Upon receipt of the returned tasking menorandum SJS will annotate
the CSL accordingly.
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f. Through E-mail. SJS will annotate on specific taskers if suspense
can be cleared using the classified E-mail system

FOR THE COMVANDER | N CHI EF:

OFFI Cl AL: DAVID L. BENTON |11
Li eut enant General, USA
Chi ef of Staff

SUSAN M MEYER
LTC, USA
Adj ut ant Gener al

DI STRI BUTI ON:
P



